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U.S. District Court
DISTRICT OF UTAH

CIVIL MEMORANDA 
E-FILED BY ATTORNEYS
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Memorandum  - This guide assumes that you have already saved your memorandum as a PDF
file and you know where you saved that file. 

1. Choose CIVIL on the blue Main Menu Bar. Under Motions and Related Filings click on Responses
and Replies.

2. From the drop-down list make a selection from the choices included in Responses and Replies.  Click
the [Next] button.

3. Type in the case number. Click the [Next] button.
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4. Select the filer.  (Note: notice the Add/Create New Party.  This function should NOT be used by
attorneys).  Click the [Next] button.

5. Click on the [Browse] button to search for the motion in PDF format.  Right click on the document and
choose Open to view document.  When you have found the correct PDF, review the document and then
close the screen. Click twice on the file name and the system will automatically associate the PDF
document to the motion event.  If there are no attachments, click the [Next] button.
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6. ATTACHMENTS:  If there are attachments to the memorandum, click the “Yes” radio button.   Click
the [Browse] button and locate the PDF attachment to the memorandum.  When you have found the
correct PDF, review the document and then close the screen. Click twice on the file name and the
system will automatically associate the PDF (attachment) document to the memorandum event.    

IMPORTANT: describe the attachment in detail so it is easy to find and review.  There is a drop-down list on
the “Type” and  “Description” to be entered.  Once you’ve entered this information, click the [Add to List]
button.  

7. When you click the [Add to List] button, you will then see the name of the attachment in the box.
At this point you can continue this process until you’ve added all the attachments needed.  Then click
the [Next] button.
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NOTE: Here is an example of a docket entry with many attachments.  When you click on 87,  the index shown
below will appear. You can review the attachments.  You may click on 1-7 to view each attachment separately.
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8. This screen lists event(s) to which your memorandum relates.  Choose the motion(s) the memorandum
relates to by clicking on the box and then click the [Next] button.

9. If there are no attachments, click the [Next] button.
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10. This Docket Text may be modified.  There may be drop-down lists or prompt boxes for additional
details.  Verify the accuracy of the information for the entire text.  If you find you need to make any
corrections, click the [Back] button on your browser until you reach the screen that contains the error
and make the correction.  If everything is correct, click the [Next] button.

11. This is the final screen before you commit the entry to the case docket.  If you need to make any
corrections, click the [Back] button on your browser until you reach the screen that contains the error
and make the correction.  If everything is correct, click the [Next] button to submit the memorandum.
NOTE: once you click the [Next] button on this screen, there is no going back.  The event has been
submitted to the case docket so make sure all the information is correct.
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12. This is the NEF (Notice of Electronic Filing).  This shows information re: the document and most
importantly, information re: service.  You will notice there are two categories of service: 1) Notice will
be electronically mailed to: and 2) Notice will be delivered by other means to:.  If an attorney has a
email address, they will appear in category 1.  Please note however - an attorney can have an email
address but not be an efiler.  If this is the case, this notice does not constitute service and you must serve
parties either in person or via first class mail.  For category 2, you must serve the party either in person
or via first class mail.  Also, note the Case Number and the Document Number. 
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13. To determine if an attorney is an e-filer click on Utilities on the Blue Main Menu Bar.  Click on
Mailings which is under the Miscellaneous heading.  Click on Mailing Info for a Case.  After
submitting the case number you will get a screen like the image above.  The attorneys who are e-filers
will have (E-Filer) next to their name.  


